Top time management tips

L. Make yoursel€ unavailable i€ you have to aet imgortant work done.
1. Sgend %0 winS gev day glanaing Jour doy.

%. Learn to S0\ vo.

4. Write \i515 and cvoss o€ completed tasks.

5. Highlight completed Tacks vather than cvoss them o€€. That way, when You veview the
Nist, You See successes vather than €ailuves.

b. Stick Yo one Job at a time, don't keeg 5WORRIng back and €orth (and don't aet
distvacted by emails, texts, Facebook).

7. Give qu@e\{ vewavrds (such a5 a hal€ hour bveak ov Teip oUt) when Jou complete a
9\3n\‘€ican+ wileStone %o Jou've 3o+ Qovne‘\'ln'm3 to \ook €orwavd Yo.

g. Schedule the tveats befove the work tasks.
9. Wovrk in 10-40 wimute blocks to €ocus Jour attention.

\0.90 the 9ub3ec+ Jou 9+v035\o_ with the wost at the \oe3im'mc3 o€ the %e%%ion whilst Jouvr
enevay \eve\s and wotiation ave Still H\cﬁh.

. Speciky clear a5 with dates/times attached Yo thewm. “don't wajor in the winovs".

\1.Put all tasks with details on Jour ghones. Create veminders agorogriate to the time
needed to do thewm.

\%. Take a gicture o€ your to-do list and Set it a5 the \oac\ﬂﬁvot)nd on Jour ghone.

With special thanks to Members and Fellows of the Professional Speaking Association for their contributions.
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